.".; k ’

FORM ' HR-RM 1
s (1-1.88)

Holl of Records
Commission

o

\
REQ. -:T FOR RECORDS RETENTION SCHI LE
To be Subr-itted to the Records Management Dmuon

Hall of Records Commission

-

/S
SCHEDULE  _ _
No. 407
PAGE '
NO. 1

‘ Requesting Agency
DSSV-RTMENT OF MENTAL HYCIEHE

2. Division or Bureau of Requesting Agency

Eestern Shore State Hospitsl

Dispose of present accumulation. No )
additional accumulation .is antici-
pated. Records have ceased to have value
to warrant retention. .

3. Authorization Requested (Check 6nly one of the squares below).

B .

Establish retention schedule for re-

H cords for which there is a continuing

accumulation. The records will cease to

. have value to warrant their retention after
" the period of time indicated.

Microfilm

and destroy
Originals if not microfilmed would be

retained for .the period of time indicated.

originals.

5 Description of Records

4. 6. Recommendation
ltem Describe records accuratély. Include title, form number, size of documents, of Hall of Records
‘N work or activity to which the records relote inclusive dotes and quantlty and Board of Public
0. (cubic or linéar feet). Show recommended retention period. Works.

1 GENERAL LEDGER

. Size: 15% % 10" x 3"
{uantitys 12 volumes, 3 bundles
Datea: 1921 eee <o
File Arrangmnen:: Externalx

Internall

Chtonological
By sccount

The Ceneral Ledgers contnin a parmsxy of zll permanent and annusl

| sccounts, "including miscellaneous revenues, legacies and donations,

sale of farm products, patients' fees, and income from investments.
The summary for each account includes balances carried forward and
notations of funds transferred.

RECOMMENDATIONT RETALN YERMANENTLY.

RECBIPTS AND DISBURSEMEWTS JOURALS

Sizet 16" ¥ 14" % 1"
wantitys 15 volumesa
" Datesst 1915 see.
File Arrengement:

Chrorolegical
Audirs State :

The Cash Receipts and Disburseuents Journgls are daily records of
the collection and distribution of money ia the operatjon of the hos-
pital. The rect?ds subsequent to 1928 glve wore detail than those of
preceding years. Retention of this recoréd series is recommended, &g
it is the bagis for entries to the General Ledger (Item 1), and it
covers a period (1915-1921) for vhich the General Ledgers have not
been fourd,

KECOMMENDATION: RETAIN PERMANERTLY,

(continued)

APPROVED
HALL OF RECORDS COMMISSION

W

. e -

7. %zl:vision Bureau Representative j
S Lred DS,

é/o"/g¢

Signature

Tit)e

/Date l

ords Commissicn.

June 10, 1966 Mooy §._W
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Size: 12" x 6" x 1*
Quantitys 35 volumes
Dates: 1918 ...

File Arrangements Chronological
Audits State

Daily collections of patients® fees were entered in the Cashbook
until 1953, when these books were replzaced by a card system. Collec-
tiong are trensferred perlodically to the Patients! Ledger {1tem 3).

RECOMMENDATION: RETALN FOR THRSE YEARS OR UNTIL Auozmn, “HLCHEVER
1S LATER, THEN DESTRGY. -

CONSTRUCTION LOAN JOURNAL

lLocation: 1In storage
Sizet 16" x 18" x 2¢
Wuantity: 3 volumes
Dates: 1926 ...

File Arrangement: Chronological
_Audit: State

\

This recoxrd gives the date of invoice, type of construction (rcw,

repair, or replacement), type or class of equipment purchased, cost

of labor and msterials in repairs to the seswall, emouat of the con-
tract, and smount disbursed.

RECOMMENDATION: RETAIR PERMARENTLY.
PURCHASE RECORD B20XS

Size: 18" x 10" x 1"

{juantity: 235 volumes

Dates: 1915-56; discontinued
File Arrangement: Chromologicel

The Purchase Recoxrd Books are dsaily records of expenditures for

stores itexs, giving the itess purchesed and amount paid, with totels
earried forward. The later volumes also showed neme of vendor and the
check rumber, Informstion given in this record was later transferred

to the proper accounts in the Ganeral Ledgeyr (Item 1). The informa-

;7 ;CHEDULE A
, \ (8. 60) : | ;UEST FOR RECORDS RETENTION SC DULE NO. 403
* Hall of Records (Continuation Sheet) PAGE
Commission NO. 2
4 5. Description of Records 6. Recommendation
: * Describe records accurately. Include title, form number, size of doeuments, of Hall of Records
qem' work or activity to which the records relote inclusive dotes and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works.
3 PATIENTS'LEDGELRS
Size:s 9" x 12¥ x 3% 2
Quantity: 7 volumss . Q.
Dates: 1916 ... : A
File Arrangemeénti External - Chronological =
' g Internal « By neve of patient o=
Audit: State - w5
Index: Teb index in front : c>> -
fam
The Patients® Ledger is a record of pald fees, one pstient to & =
page, giving date of payment and emount, with totals egrried forwsrd. a. O
This record is the basis for enterlng feea in the Generzl Ledger, a &
(1m 1), < .
RECGMMENDATION: RETALN PERMANENTLY, <
&  |PATIENTS' DAILY CASHBOOK =

(continued)
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£ é . 'y > P : © - SCHEDULE
- HR-RM JIA ( JUEST FOR RECORDS RETENTION S¢ DULE No. 403
* Hall of Records (Continuation Sheet) PAGE
Commission ’ NO. 3
) . 5. Description of Records 6. Recommendation
4. .+ Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qm work or activity to which the records relate, inclusive dates, and quantity and Board of Public
. (cubic or linear feet). Show recommended retention period. IWorks.

(cont.) [tion is now entered in the Recel
2.)

RECOMMENDATION: DESTROY ACCUMUL\TION. :

pts end Disbursements Journals (Item

APPROVED |
HALL OF RECORDS COMMISSION




